
HUMAN RESOURCES DEPARTMENT

POSITION DESCRIPTION

TITLE: Senior Detention Officer LAST UPDATED: May 27,2016

DEPARTMENT: Police Services JOB CLASS:

REPORTS TO: Detention Supervisor FLSA DESIGNATION: Non-Exempt

Summary: Under general supervision of the Detention Supervisor, the Senior Detention Officer
performs allduties necessary for the successful operation of the Detention Facility. Provides training,
guidelines, and Instruction to newly hired staff. Senior Detention Officers may also be selected to act
as Detention Leads to act in a supervisory capacity in the absence of the Detention Supervisor.
Performs booking procedures into and out of the municipal detention facility and monitoring the care
of the prisoners inthe detention facility. Mustbe available toworkany shift, holidays and/or weekends.

The intent of this position description is to provide a representative summary of the major duties and
responsibilities performed by incumbent(s) in this position. Incumbent(s) may not be required to
perform all duties in this description and incumbent(s) may be required to perform position-related
tasks other than those specifically listed in this description.

Essential Job Functions:

• Serves as primaryshift trainer for newly hired Detention Officersand/or as Detention Lead
• Performs booking procedures into/out of the municipal detention facility, including logging in of

property, recording names into the arrest book and onto the computer, fingerprinting,
photographing and conducting a secondary search for weapons/drugs before putting prisoners
into cells.

May administer intoxilyzer tests and video tape persons arrested for Driving While Intoxicated
(DWI).
Monitors care of prisoners in the detention facility, including meals, minor medical attention,
showers, visitors and telephone calls.
Issue prisoner towels and personal hygiene articles.
May be required to dispense medication as prescribed.
Monitors prisoners during arraignment proceedings.
Escorts prisoners from on area to another, including out-of-building escorts as required.
May be required to transfer prisoners to and from area detention facilities in cityvehicle.
Visually and through the use of remote video surveillance equipment, performs cell checks to
monitor prisoner status and behavior.
Explains bailand bond-out options to prisoners charged with offenses; accepts bail, bonds or fines
from and completes release forms for prisoners.
Locks cell doors, takes physical action to prevent escapes and/or assaults, subdues
combative/violent prisoners.
Facilitates prisoner visitations with relatives and legal counsel.
Assists in preparing appropriate documentation to ensure the timelytransfer of prisoners.
Attend/testify in all criminal and civil courts when summoned.
Assists the public and Departmental personnel with requests by telephone, in written
communications, and in person.
Stocks office supply inventories and monitor detention center equipment and supplies.
Cleans detention facilities.

Other important Duties:
Maintains various paper and computer records.
Prepares reports as required.








